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Identifying BOACs or Account Codes to Register for VCSS

In this Quick Reference Guide you will better understand: \

e How to use your existing eRETA access to quickly identify BOACs (aka Account Codes)
that you will need to register for access to the Vendor and Customer Self-Service (VCSS)
Portal, which houses copies of RWA billing statements starting in July 2013

e That eRETA grants access based on Agency Bureau Code(s), while VCSS grants access
based on BOAC(s). A BOAC is a sub-section of an ABC. E.g. 10 BOACs may roll up to the
same ABC

Searching for BOACs (aka Account Codes) in eRETA

1) Log into the PBS External Portal and then launch eRETA. For more information on launching
eRETA, see steps 1-5 of the “Logging in and Searching for RWAs in eRETA” Quick Reference
Guide (QRG) found here.

2) Click on the “Documentation” button in the upper left corner to open a search page.

3) Under the “Closure Status” pull-down menu select the following options that represent
active RWAs: Open and Completed, but not Terminated.

4) Click on the “Export to Excel File” button to drop the search results into Excel (the “Search”
button does not need to be hit first as the “Export to Excel File” runs the search and exports
the data all in one click).

__

% RWA Documentation Search Hide Criteria
RWA Type | Select aptions - RWA Number Closure Status [[Dpen, Completed, but n|
RWA Status | Select options - [ IselectAl
| Open
Building Mumber Building Mame [¥] Completed, but not ]
Primary Worksite City Primary Worksite State | Select options - Building Tyoe Terminated
| |cancelled
Agency Bureau Code | 01513, 02800, 02804 ~ Agency Name/Bureau Name [ Terminated
BOAC Severable Senice  Select options - Customer Funding Type Select options -
PDN Customer Order Number Requisition 1D
Authorized Amount from § to & Agency Accounting Data Agency Contact Email
Date Range of RWA Start Date [ to ]| GE8A POC Email

Soaen ] (oew

eRETA Documentation Search Screen 1

the office of facilities management and services programs
sustaining world-class facilities and services



https://extportal.pbs.gsa.gov/portal/page?_pageid=35,238707,35_252714&_dad=portal&_schema=PORTAL

Quick Reference

Guide A

GS

;
\;
»
: 6 A Customer Agency Portal for RWA Information

Identifying BOACs or Account Codes to Register for VCSS

Identifying unique BOACs in the Export to Excel File

1) BOACs are listed in Column D of the Export to Excel File. The following steps will make it
easy to use Excel to quickly identify the unique BOACs you need access to in VCSS:
a. Delete the first four rows of the Export to Excel File so that the column headers are
now in Row 1
b. Navigate to the “Data” (label 1), click on the “Filter” button (label 2).

c.
d.

Click on the pull-down arrow on Column D for “BOAC” (label 3)
See all the unique BOACs associated with your eRETA account (label 4)

2) With this information return back to the VCSS Registration site (vcss.gsa.gov) and use this
list of BOACs/Account Codes to register
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/ For additional questions on eRETA the following resources are available: \

e If you need a User ID/Password go to www.gsa.gov/rwa and click on the eRETA icon.

e |f you have a User ID but are experiencing trouble logging in, e-mail COPBSApp@gsa.gov

e |f you have an RWA project question, contact the regional RWA manager by going to
www.gsa.gov/rwa for the latest contact list.

For additional questions on the following resources are available:

e Navigate to vcss.gsa.gov and click on the “Contact Us” or “Help” buttons main

\ navigation tab. /
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